Code: 9212

Family: Public Safety
Service: Public Safety
Group: Police Service
Series: Police Identification

CLASS TITLE: MANAGER OF QUALITY ASSURANCE — FORENSIC
LABORATORY

CHARACTERISTICS OF THE CLASS

Under direction, the class functions as a technical specialist responsible for the oversight and
implementation of the 1ISO17025-based quality assurance program for the Chicago Police
Department (CPD) Forensic Services Division (FSD) to ensure technical processes and
procedures are accurate, reliable, and compliant with accreditation standards; and performs
related duties as required

ESSENTIAL DUTIES

Develops, implements, and maintains policies and procedures regarding laboratory quality
assurance and staff training requirements necessary to obtain and maintain accreditation

Sets up and administers document control management systems by maintaining quality
manuals, processes mapping, and laboratory audits

Monitors activities to ensure implementation of quality management system(s) and ensure
continuing conformance with management system requirements

Schedules and coordinates the internal and annual quality audits for each forensic technical
area within the laboratory

Participates in the evaluation and selection of internal auditors
Prepares annual quality reports for review by senior management

Coordinates communication with accrediting body by managing the application for accreditation
and scope document for initial assessment and ongoing surveillance activities

Creates and maintains detailed conformance files and checklists that demonstrates how the
laboratory has determined compliance with accreditation requirements

Responds to findings of nonconformance and proposes and coordinates corrective action(s);
leads root cause analysis

Ensures new methods and equipment are properly validated/verified, and records are
maintained

Maintains quality records according to established policies and procedures

Plans and schedules proficiency testing to ensure laboratory staff participate in required testing
cycles

Stays abreast of advancements in the field by obtaining and maintaining specific professional
memberships and reading relevant peer reviewed journal articles

Oversees and coordinates professional staff development and trainings

NOTE: The list of essential duties is not intended to be inclusive; there may be other duties that are

essential to particular positions within the class.
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MINIMUM QUALIFICATIONS
Education, Training, and Experience

e Graduation from an accredited college or university with a Bachelor’'s degree in Forensic
Science, Chemistry, Biology, or a directly related field, plus five (5) years of professional
forensic science work in a laboratory, OR

e Graduation from an accredited college or university with a Master’s degree or higher in Forensic
Science, Chemistry, Biology, or a directly related field, plus four (4) years of professional
forensic science work in a laboratory

Licensure, Certification, or Other Qualifications

o Professional membership in the Association of Forensic Quality Assurance Managers (AFQAM)
organization, preferred

WORKING CONDITIONS

e General office/laboratory environment
e Exposure to biohazard contamination, chemicals, odors, and noise

EQUIPMENT
e Standard office equipment (e.g., phone, printer, copier, computers, mobile devices)

e Standard productivity suites (e.g., Microsoft Office Suite, OpenOffice, Google Workspace)

PHYSICAL REQUIREMENTS

e Occasional standing

¢ Frequent Hand/Eye coordination to operate laboratory instruments and other technical
instruments

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS

Knowledge

Comprehensive knowledge of:

e laboratory quality control/quality assurance processes and procedures
e laboratory accreditation requirements

o forensic laboratory management and operations

o the ISO/IEC 17025 international standards, as well as, the accrediting body’s forensic specific
requirements

o federal and state laws regarding rules of evidence and court testimony

e appropriate scientific procedures and equipment used in forensic examination

¢ safe handling practices for firearms and chemicals in use by the laboratory

Some knowledge of:

e applicable computer hardware and software technology

e report preparation methods, practices, and procedures

Knowledge of applicable City and department policies, procedures, rules, and regulations
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Skills

*ACTIVE LEARNING - Understand the implications of new information for both current
and future problem-solving and decision-making

*ACTIVE ENGAGEMENT - Give full attention to what other people are communicating,
take time to understand the points being made, ask questions as appropriate, and not
interrupt at inappropriate times

*CRITICAL THINKING - Use logic and reasoning to identify the strengths and
weaknesses of alternative solutions, conclusions, or approaches to problems

*LEARNING STRATEGIES - Select and use training/instructional methods and
procedures appropriate for the situation when learning or teaching new things

MONITORING - Monitor and assess performance of one’s self, other individuals, or
organizations to make improvements or take corrective action

*COMPLEX PROBLEM SOLVING - Identify complex problems and review related
information to develop and evaluate options and implement solutions

MANAGEMENT OF PERSONNEL RESOURCES - Motivate, develop, and direct people
as they work and identify the best people for the job

*TIME MANAGEMENT - Manage one's own time or the time of others
*COORDINATION WITH OTHERS - Adjust actions in relation to others' actions
INSTRUCTING - Teach others how to do something

*JUDGEMENT AND DECISION MAKING - Consider the relative costs and benefits of
potential actions to choose the most appropriate one

Abilities

*EFFECTIVELY COMMUNICATES AND COMPREHENDS INFORMATION —
Communicates and understands information shared through various communication
methods

*COMPREHEND ORAL INFORMATION - Listen to and understand information and
ideas presented through spoken words and sentences

*WRITE - Communicate information and ideas in writing so others will understand
*CONCENTRATE - Concentrate on a task over a period of time without being distracted
*RECOGNIZE PROBLEMS - Tell when something is wrong or is likely to go wrong

*REASON TO SOLVE PROBLEMS - Apply general rules to specific problems to
produce answers that make sense

COME UP WITH IDEAS - Come up with a number of ideas about a topic

*MAKE SENSE OF INFORMATION - Quickly make sense of, combine, and organize
information into meaningful patterns

*REACH CONCLUSIONS - Combine pieces of information to form general rules or
conclusions (includes finding a relationship among seemingly unrelated events)
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Other Work Requirements

e INITIATIVE - Demonstrate willingness to take on job challenges

e LEADERSHIP - Demonstrate willingness to lead, take charge, and offer opinions and
direction

e ADAPTABILITY/FLEXIBILITY - Be open to change (positive or negative) and to
considerable variety in the workplace

e DEPENDABILITY - Demonstrate reliability, responsibility, and dependability and fulfill
obligations

All employees of the City of Chicago must demonstrate commitment to and compliance with applicable
state and federal laws, and City ordinances and rules; the City’s Ethics standards; and other City
policies and procedures.

The City of Chicago will consider equivalent foreign degrees, accreditations, and credentials in
evaluating qualifications.

* May be required at entry.

City of Chicago
Department of Human Resources
May, 2026
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